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Purpose
Use this procedure to create Bond purchases with single or rotating owners and co-
owner/beneficiaries.

Trigger
Perform this procedure when the employee notifies Human Resources of their desire to enroll
in the Savings Bond Program.

Prerequisites

None

Menu Path
Human Resources = Personnel Management =» Administration =» HR Master Data =»
Maintain

Transaction Code
PA30

Helpful Hints

The Payroll Processor will use this procedure to create a deduction for a single or multiple
bond purchases with a single or rotating owner/beneficiary.

The system may display three types of messages at various points in the process. The
messages you see may differ from those shown on screen shots in this procedure. The types
of messages and responses are shown below:

Message Type Description

Error a

ﬁ Example: Make an entry in all required fields.

Action: Fix the problem(s) and then click & (Enter) to proceed.

Warning

@ Action: If an action is required, perform the action. Otherwise, click

Example: @ Record valid from xx/xx/xxxx to 12/31/9999 delimited at end.

@ (Enter) to proceed.

Confirmation a )
Example: Save your entries.

o or & Action: Perform the required action to proceed.
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Procedure

1. Start the transaction using the menu path above or transaction code PA30.

Maintain HR Master Data

JH @@ S HE anOon BRI &
Maintain HR Master Data
Q2o all

Posomeine,proois g

Find by

< % Person
B Collective search help
[l search term
[ Free search

Basic Personal Data

Infotype text . | Period

Actions @ Period

_Organizational Assignment Fr. To

|| FPersonal Data O Today i currweek
Addresses a1 () Gurrent month
Flanned Working Time ' From curr.date [ Lastweek
|_|Basic Pay ) Up to Today ) Last month

I [ermriet (Elleimenis ) Current Period ) Gurrent Year

Date Specifications

FamilyiRelated Person

Direct selection
Infotype

[> | RDO (1) (201) 2 | ssvaphrdedei | INS

2. Complete the following fields:
Field Name R/O/C Description
Personnel no. R The employee’s unique identifying number.
Example: 20000219

3. Click (Enter) to validate.

4, Click the - tab.
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Maintain HR Master Data

He@a@ B E A0a8 ) EE @

Maintain HR Master Data

20880219

Find by

= {0 Person
[l Collective search help
[l 5earch term
[l Free search

Infotype text ] Period
Other Taxes US @ Period
IRS Limits LSA Fr.

_GarnlshmemDucument (O Today ) Currweek
|_|=amishment Order AN () current month
Garnish. Adjustment ) Fram curr.date ) Lastweek

| |Bond Furchases (' Upto Today (' Last month
) Current Period ) Current Year

Hourly Rate per Assignment l—:m

Membership Fees

Bond Denominations

Direct selection
Infotype Basic Pay

[ | RDO (1) (201) = | ssvaphrdedei | INS

5. Click the gray box to the left of DE":'”d FUihazes | .| to select.

6. Click (Create) to create a new record.
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Create Bond Purchases (0103)

i |< H e@a DHE DL BRI @
Create Bond Purchases (0103)
| | Owner records || Maint. owner records |

Find by 1118 [l

= {0 Person

[l Collective search help 10406/ 2006 [tz 12/31/9999

[l 5earch term

M IEEISESIE Bond purchase

Bond series ™ Bond purchase ID

Baond denomination =1
Bond cost
[]twith rotating cwnertbenef,

Baond deduction amt
Deduction percentage

Wage types for payroll

Bond deduction WT
Bond balance WT
Bond number T

Payrment dates

FPayment model

15t payment period 15t payment date
Interval in periods IntervaliUnit

[ | RDO (1) (201) = | ssvaphrdedei | INS

7. Complete the following fields:
Field Name R/OIC Description
Start R This is the date on which a record begins.
@ Verify the Start date of the deduction.
Example: 10/06/2006
To R It specifies the end date of a record.
@ When creating a deduction the To date should be
12/31/9999.
Example: 12/31/9999
Bond series R These are types of savings bonds issued by the U.S.
Treasury Department
Example: | Bond
Bond denomination R This is used to hold the value of the bonds at maturity.
Example: 50
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8. Click the (Matchcode) in the Bond denomination field to open the selection list.

HRMS Training Documents

Bond denomination (1) 8 Entries Found

Bond denomination (17 & Entries Found
R estrictions |
[ T
o |E|H| B D
I——
B.den. Series|Costs |Crc3r|
aoooaaoan|l 50.00 IS0
Q00000o0ys | Ta.00 IS0
aoooaatan | 100.00 LIsh
noooaozan | 200.00 LIsD
aoooaosan | A00.00 LISD
noooatoan | 1,000.00 LISD
Qoooaa0an | A,000.00 LSD
Q00010000 | 10,000,000 LsD
2 Entries Found V.
9. Click the desired denomination.
10. Click (Copy) to select.
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Create Bond Purchases (0103)

i |< H e@a DHE DL BRI @
Create Bond Purchases (0103)
| | Owner records || Maint. owner records |

W -ZBBBH%Q
Find by 1118
= {0 Person m

MCOHecti\re search help _mmﬁ.iQDBE 12/31/9999

[l 5earch term

M IEEISESIE Bond purchase

Bond series 11 Bond ] Baond purchage 1D
Bond denomination BBBBBBWB@

Bond cost o.6e

[]twith rotating cwnertbenef,

Baond deduction amt
Deduction percentage

Bond deduction WT
Bond balance WT
Bond number T

Payrment dates

FPayment model

15t payment period 15t payment date
Interval in periods IntervaliUnit

[ | RDO (1) (201) = | ssvaphrdedei | INS

11. If the bond will have rotating owners or beneficiaries click the []'with ratating ownetibenef.
selection box. For a single owner/beneficiary leave blank.

12. Complete the following fields:

Field Name R/O/C Description
Bond deduction amt. R This is the amount to be deducted each time the bond wage
type is processed in payroll.
Example: 50
Payment model R This is a pre-defined schedule for taking a deduction or

making a payment.

@ Using the Payment model of WAO4 will take
the same deduction amount each payroll
period.

Example: WAO04
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@ The State of Washington used WAO1 and WAOQ4 only.
Create Bond Purchases (0103)

Gl 00 2l0BIQ@e CHE DL HR QE

Create Bond Purchases (0103)

| OwnerrecurEISI Maint. owner records

-29989219
Find by 1110,
< % Person -9901
MCDHECIIVE search help _18."05.*2098 12/31/9909

[ searchterm

(Bl Free saren Hond purchase

Bond series 11 Bond Bond purchase ID
Bond denomination BEEEAETAE

Bond cost o.oo

‘With rotating ocwnerbenef.

Bond deduction amt,
Deduction percentage

Wage types for payroll

Baond deduction WT
Bond balance WT
Bond number T

Payment dates

Fayment model [;JP.D4@
1st payment period or 1st payment date
Interval in periods Interealilnit

[> | RDO (1) (201) 2 | ssvaphrdedei | INS
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Create Bond Denominations (0104)

€@ SHEISOO0(IEE @
Create Bond Denominations (Q104)

02 e aron

Find by 1118 [l

= {0 Person

[l Collective search help 10406/ 2006 [tz 12/31/9999

[l 5earch term

[l Free search o0 o1
Bond owner information

Mame John Test
S5MNTaxID 562-36-5213
Sireet [

CityiState 4

Zip code/Country [+

Beneficiary

Type
@ Beneficiary Marme
) Co owner S5MTaID

[> | RDO (1) (201) [= | ssvaphrdedei NS 7

: Information will default into the Bond owner information section. You will need to verify
this data.

14. Complete the following fields:

Field Name R/O/C Description

Number of bonds R The number of bonds to be purchased.

@ More than one bond can be set up for
purchase before going to the next bond owner
in the rotation.

Example: 1
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Field Name

R/O/C Description

Address

Complete all of the required address fields for the bond
owner.

0 If the employee changes their address and it is

updated in HRMS using Addresses (0006) it will not
be automatically updated here.

15. In the Beneficiary Type section select either the Beneficiary or Co owner radio button.

16. Complete the following fields:

Field Name R/O/C Description

Name C Enter the full name of the Beneficiary or Co owner.
Example: Jane Test

SSN/Tax-ID R Enter the Social Security Number for the Beneficiary or Co
owner.
Example: 555-23-6789
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Create Bond Denominations (0104)

S @@ = SN Aas EHE @

Create Bond Denominations (0104)

R e pern.

FAEY | o= e [ | A Y Personnel No. 20000218 Name  Test John
Find by |
< @ Person 4|:|

mCDIIective search help _18."85."2995 12/431/9999

{Hl search term

(i Free search 0

MName John Test

SENTax-ID 562-36-5213

Street 555 Maple Lane

City'State Qlympia We Washington
Zip code/Country 08516 us USA

) Beneficiary Mame Jane Test

SSNTaxID  555-23-6780

17. Click E (Enter) to validate the information.

18. Click .i (Save) to save the record.
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Create Bond Purchases (0103)

R N e P N

Create Bond Purchases (0103)

| Ownerrecords| Mairt. owner records

Find by Pershrea 1110 EEGraun ¢

= {0 Person

[l Collective search help 10406/ 2006 [tz 12/31/9999

[l 5earch term
[l Free search
Bond series I'1Bond [} Band purchase ID i[i]
Bond denomination 166,88
Bond cost 108,68 Ush
Wwiith rotating ownetbensf,

Baond deduction amt. 50.00 USD
Deduction percentage

Wage types for payroll

Bond deduction WT A& 4108 Bond Purchase Deduction
Bond balance WT 4110 Reserve Balance - Baond
Baond number WT 4128 Wumber of bonds purchased

Payrment dates

FPayment model Wwaea Every Pay Period - Full Amt
15t payment period ar 15t payment date
Interval in periods IntervaliUnit

@ Record created [ | RDO (1) 201) PEl | ssvaphrdedei | INS

@ If the bond has rotating owners/beneficiaries, repeat steps 13 to 18.

19. Click H (Save) to save the bond purchase after the last owner record is created.

& It is critical to save this record or your data will be lost.

20. You have completed this transaction.

Result

You have created a savings bond deduction for single or multiple bond purchases.

Comments

None.
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